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INSTRUCTIONS: See Fublication No. 76-RM-1 for instructions on completing th is  form.' Forward signdd or'iginal to 
Department of Archives and History, Records Management Division, 330 Capitol Avenpe; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

FORAGENCYUSE -. 1. Agency Address FOR RECORDS MANAGEMENT USE 
ipplicarion Date : w e n t '  of Public Safety Appliqtion Number 

Driver Sqzport Divisicm 
No -Fault Insurance and Permits ,%&ion 
959 E. C!onf&k&ate AM, S.E. 

Dan Completed 
- JanuarV 18, 1980 
ipplimrion Numbsr 

;IAN 2 3 t m  I $AN 3 1 ,989 -_--- __--I Atlanta,-ceomia I - --. 

!. Person to Contad Working Title Telephoie Number.. supervisor 6639 
~ r -  

--==-- ~ - --d-.-._-- sst -dY 
~__I____ ___- 

1. Action Requerted 
a. 0 Estabitsn Reteotion Schedule; continue to accumulate. 
b. 0 Dispose of prsxn: accumulation; no further accumulation anticipated. , 

Check One: Ch3e;  0 Supercede: ~ 0 Void 
I. Dates of Series 
Iarl iest Lates: 

--..-L- ~~ 

i. Diviaion and Office Function 

(followed by ti% used in office; if different) 

present A u t m b i l e  Liability policy Cance&ti.on Notice F i l e s  ' 

What i s  :he function of the Division and the Off ice in which this record series i s  created? 

* , .  . -. 
I 

. .  . ... ,.. , . ~  . . 7 . . 
, I  .. 1 ,  ~ , ~ , . ,.. . .  ~. -, ': f ~~> ~- , 1 . 3 -- . .  I' 

.. -L_l-i_-_ - . . - ,  . l . , . I ~  

.; I , I  

I. Remrd Series Description 

Documents relating to: 

This file contains the following documents (include farm numbersand titles, if any): 
Attach samples of the file. 

... Documents re- 
Included are: la t ing  t o  maintaining not i f icat ion 

by insurance company that individ- 
ual's automobile l i a b i l i t y  policy 
has been cancelled, and t o  maintain- 
ing an index to the No-Fault Suspen- 
sion Notice F i l e .  Included are Can- 
ce l la t ion  Notice (FR-4). F i l e s  are 
arranged alphabetically by name of - 

~ 

~ -_  individual, ~ ~~ - 

File i s  arranged: 

- __ __- -- - --__ ~ 

3. Monthly Reference Rate How often are records referred to which are: 

One to six months old ---; Seven to twelve months old 
twentv-five months and older -. 

3. Annual Rate  of Accumulation of Records.- 

-; Thirteen to twentv.four months old -. 
7 

- -- .__I__ 

Letter-size drawers ; Legalsize drawers ; Shelves ;Other (specify) ___ -_1_ 



curity handling? I f  yes, cite law or regulation. 

hen one or tko documents in f 

. ,  , -  
11. Retention Requirements The: <allowing requires the series to  be kept: see b e ~ ~  

t - -years. years. d. Audit period a. State Law 
b. Statute of limitation years. e. Administrative need ..--.years. 

-years. c. Federal law years. f .  Federal retention-inRrOCtions 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
.; . .  ., ~ , - I ,  , : . I .  .. I . . .  . .  

. .  ' '  '-,'" . .  . , . 1 .- . .  

Th is  ln fo r rna t lon  i s  no' longer needed once Ind i v idua l  Is re insured. 

-- _____ 
12. Armroved Disposition Instructions This aqency recommends that the file series be cut off ar tht  end of each: . 

5 Calendar Year; II Fiscal year; 0 mher then, 

L2 Hold in the current files area 
I2 Transfer to local holding area, hold 

Transfer to  State Records Center; hold 
0 Destroy. 
3 Transfer to State Archives for permanent retention. 

month(s) I ._ year(s); then 
yearb); then 

yeads): then 

Other (SpecifyJ 

.. 

. .  . 

proof of insurance, withdraw record fran active file and destroy ~ ~ t e ~ ~ .  . 

These instructions apply to a l l  prior and future accumulations of the series. 

Date , Reprds I .L- Management Officer (Signature1 - -. Date 

State Records Committee (Signature) v Date 
lecommendations in Dara- r 1 

raph 12 are approved. 
If disapproved, attach letter 
if explanation.) 



r 

-- 
APPLICATION FOR RECORDS R ~ T ~ N T ~ o N  SCHEDULE OFFICE OFTHE SECRETARY OF &ATE 

DEPARTMENT AND H,STOR'r 
RECORDS MANAGEMENT DIVISION -- -- -- 

INSTRUCTIONS: See Publication No. 76-RM-I for instructions on completing this form. Forward signfd original to 
Department of Archives and History, Rewrds Management Division, 330 Capitol Avenye: Atlanta, Georgia, 30334, 
Attention: Scheduling Sction. ! --- =-.- ~~ _ ~ _ _  FOR AGENCY USE 

Application Date Georgia Department of Public Safety Application Number 
1. Agency Address FOR RECORDS MANAGEMENT USE _____ 

76-3% _- -. .- - 
Uniform Division 
No Fault Section 
959 East Confederate Avenue, S. E. 

~ , -  

Date Heceived Date Completed 

NOv 2 9 1976 

10125nt-i 
ipplication Number 

- ~ _I.__I - Atlanta. Georgia 30316 I_ ~~ ~ _ _  I DEC -. 1 7 1976 ~-~ 
1. Person to Contact Working Title Telephone Number 

k Action Requested 

-__ - ~ . .m 

Supervisor 656-61 16 
-.-_____. ____ 

~ ~. .. - .._____ Captain Harris 
-_ ~. ~~ 

a. EstaDiisn Retention Schedulefrecord will continue to accumulate. . 
b. 
c. 0 Amend4 Check One: 0 Change: 0 Supercede; 0 Void 
0 Dispose of present accumulation: no further accumulation anticipated. 

~~ 

-I_-_ 

5. Records Series Titie (followed by title used in office; if differentl 
8 ,  

Latest 

6-1-75 E r e s e n t  Automobile Liability Policy Cancellation Notice File 

1. Dates of Series 
Earliest 

i. Division a6d Office Function What is the function of the Division and the O f f i z n  which thisracord series is created? 

The Uniform Division is'responsible for the patrol of streets and highways to 
insure the safety of lives and property; the  investigation of motor vehicle 
accidents and the computation of related statistics; the licensing of citizens to 
operate motor vehicles and the suspending or revoking of licenses; and the 
supervision of motor vehicle inspection records and the distribution of motor 
vehicle inspection stickers and other related documents. The Division must 
be available when called upon in the event of civil disorders or natural disasters 
and is responsible for the safety of the Governor of the State of Georgia and 
his family. 

. .  

I___ - - ~~ - 
1. Record Series Description 

Documents relating to: 

This file contains the following documents (include form numbenand titles, if anyJ: 
Attach samples of the file. 

Maintaining notification by insurance company that individual's Automobile 
Liability Policy has been cancelled and to maintaining an index to the NO 
Fault SuspeEsion Notice File. 
Cancellation Notice. (FR-4). Included are: 

# 

File is  arranged: 
.. ( 8  3 :  

A l phpca l l y  by individual's name. 
. -  _ _  - . -  . -  - . .  ___ .I___ 

3rMo;;thl; Rp How often are records referred to which are: 
One to six months oid 
twenty-five months and oldera-? . 

Letter-site drawers I ; Legalsize.hrawers ~ 

12.360 ; Seven to twelve months old 6.000 ; Thirteen to twenty-four months old 2.000 ; 

__--__-__I - - - - _ _ _ _ _  ___I _I.__ 

3. Annual Rate of Accumulationof Remrds 
; Shelves--; Other (SpecifyJ 518 15 drawer&-- 

- sections wide. 
~ - .---~ - - - A I I - - 7 <  -- 

R-50-71, Rsv. 76 ( O V d  

~~ ~~ -~ ~~ - -~ 



.7 
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i 
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i 
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i 

Attach copy or excerpt of laws or regulations. Explain administrative need. . ' 

Off ice reference. 

. .  

-c 
t-.. * 'L 1 

ILm&where i s  it?-_________ .- ~ 

b. Bees the series contain Tnfidential information requiring security handling? ~ If yes, cite law or regulation..i 
, - _ . . ~  

4 
. .. 

1 
. ~ 

. ,  or long term research value? 

jnfarllrajion co ntained in th i s  s e r i e s s . a m k m & z c w , -  

i 

e. When one or two documents in the f i le mike it necessary to kee,p the entire file for a' long period, could these 
~, - ~~ 

nts be sch eduled seDa ratelv? 
I 

g. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of th is  series in your office, or in another office or agency? 
h-- - .  ---I ~ 

J.fY.!&&& I ~ ~~ 

'rl reuularlv mL-7 -- 
~-.- ~r 

I 

' u c o m ~ u ?  
11. Retention Requirements The following'requires the series to be kept: See Item 12. 

a. State Law -_. ,years. 1. Audit period -years. 
years. e. Administrative need -.years. b. Statute of limitation 

c. Federal law years. f. Federal retention instructions years. 

4 i  

~~ 
~ ~- -. 

, 

- - ~ _ _  ~ 
-- -_- ~ _ I _ _  

12 ADwoved Disposition Instructions This agency recommends that the file series be cut otf at  thci end of each: 

0 Calendar Year; Fiscal Year; N Other -___ then, 

0 Hold in the current files area -month(s) ~ yeark); then 
0 Transfer to local holding area, hold 
(3 Transfer to State Records Center; hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

year(s); then 

r 

I 

yearb) ; then 

Other (Specify) 

Upon proof of insurance, withdraw record from active file and place in inactive file; cut off inactive file 
at end of each month; hold in current files area 1 year; then, destroy. 

i 

(d' Concur 

( 1 Nonconcur 


